1 Print Transcripts and Certificates

The LMS portal lets you print transcripts and certificates to show that you’ve successfully
completed training.

1.1 Print Your Transcript

Use the “Print Transcript” link on the left-hand menu. This generates a PDF with a course-by-
course breakdown of your training. Your transcript includes:

e your name
e your ID in the system
e the date on which the transcript was generated
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Figure 1: Transcript
1.1.1 Download transcripts

To download a copy of your transcript, use the “Click to Download the Transcript” link on the
upper right-hand corner of your screen.

1.2 Print Certificates

From your Learner Dashboard, you can get a certificate for any course in the “Completed
Courses” box on the right-hand side of your dashboard. Click any of the courses you’ve already
completed, and a button will appear, allowing you to download the certificate:
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Figure 2: Learner Dashboard (Completed Courses)

Use the button to generate a Certificate of Completion for the course. The Certificate will
contain the following information:

e your name
e the name of the course you took,
e the date on which the transcript was generated
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Figure 3: Certificate of Completion



